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I. Purpose
The purpose of the external departmental review is to assess departmental progress over the preceding five years and to set a direction for the next five years that will enhance the department’s ability to meet its academic and service missions. It is also utilized for a comprehensive review of the Chair’s performance. The self-study document is intended to be a prospective planning document for the department, the Dean of the SOM, the Provost, and when appropriate, the Graduate School.

The specific objectives are:
1. To provide the department with the opportunity to reassess its directions, goals, strengths, and weaknesses in the areas of teaching and research, and where applicable, patient care and service.

2. To determine present and future needs of each department with respect to personnel, programs, and other resources. This includes a review of the Department Chair’s performance.

3. To examine the degree to which the department coordinates its activities with other departments and schools of the University in contributing to the excellence of the School of Medicine (SOM).

4. To assess the department's continued relevance to the mission of the SOM and the University. 
Departmental reviews are initiated by the Dean during the year prior to the contract renewal date of the Chair. The review is expected to (a) provide input to the Dean’s decision regarding the chair’s contract renewal and (b) provide general direction and goals for the department.

The AAUP- AFT contract (Selection and Review of Department Chairs) states:

XVIII.A.3. Terms of appointment shall not exceed five years. One year prior to the end of this term, a review committee shall be formed. At least three fourths of the committee members shall be tenured or hold employment security status, except in the clinical departments in the School of Medicine. N members of the committee shall be faculty members and Academic-Staff members from the department in question and elected by the department. N members shall be appointed by the President or his/her designee. One student representative shall be selected by the school/college student council from among the departmental majors of that department.
There shall be no minimum of tenured or employment security status faculty and Academic-Staff members on review committees in the clinical departments in the School of Medicine. In clinical departments in the School of Medicine the membership of the committee shall include N members elected by the department, N members appointed by the President or his/her designee, and one student representative elected by the school student council from among the departmental majors of that department.  At the discretion of the President or his/her designee, the committee may include one or more representatives of affiliate medical organizations, up to a maximum of N-1. If N-1 representatives of affiliate medical organizations are added, the President or his/her designee may increase the number of Presidential appointees to the committee from N to N+1.
The President or his/her designee shall appoint the chair of the committee from among the committee members. The President or his/her designee shall establish the procedures for the review. This committee shall evaluate the progress of the department and the effectiveness of the chair and shall forward a report to the President or his/her designee. The committee shall insure that faculty members have an opportunity to express their views to the committee during its review process.
The sequence of key events includes the following:

(a) Self-study Review Committee is assembled as defined in the AAUP contract. Representation is sought from those departments interacting in a substantial way with the department under review.

(b) Self-study is developed by the Department’s Self-study Review Committee. This includes a summary report that is provided to both the external reviewers and the Dean.

(c) The External Review Site Visit is conducted by two external Chair/Professors during a one- to-two day visit. The external reviewers submit a single, jointly authored written report.

(d) Post-Review meeting of the Chair, Dean and Vice Dean for Faculty Affairs to discuss the Self-study and Report, the External Reviewers’ report and proposed actions.

(e) Dean sends recommendations to Provost.

(f) Provost approves review, or makes his/her recommendations to SOM.

(g) Department Chair, Dean and Vice Dean for Faculty Affairs discuss the final outcome of the review with the department.

II. The Process (review begins 1 year before end of Chair’s 5 year contract)
A) Formation of the Self-study Review Committee
1) The Dean (or his/her designee) informs the Chair that a 5-year External Review will take place, including the timeline – must be completed within 1 year.

2) The Dean (or his/her designee) meets with the departmental faculty and Chair to describe the process and to request that faculty elect members to the Self-study Review Committee (per AAUP-AFT Contract XVII.A.3).

3) The Dean (or his/her designee) appoints the additional members of the committee, and the members of affiliated institutions, if applicable.

4) The Dean appoints the Chair of the Self-study Review Committee from among the members.

5) The Dean (or his/her designee) meets with the Self-study Review Committee to outline the purpose and overall process of the review. The Dean’s Office provides the Committee Chair with relevant information from past reviews, sample review documents, sample faculty questionnaires, etc.

6) Committee membership (N may be determined by the size of the faculty):

a. N elected from the faculty and academic staff of the department.

b. N members appointed by Dean (may be N+1 if N-1 affiliates are included).

c. One student or resident.

d. N-1 members of affiliated institutions, if applicable (clinical departments), appointed by the Dean.

Note:  At least three-fourths of the committee members shall be tenured or hold employment security status, except in clinical departments of the SOM.

7) Ex-officio administrative staff member from the department.

8) The Dean (or his/her designee) will charge the Self-study Review Committee.

B) Self-Study
1) The Self-study Review Committee meets ideally 4-5 times or as needed, depending on the size of the department and the number of issues involved.  These meetings are held prior to the site visit to develop a self-study that provides a full understanding of the department under review. 
2) The Vice Dean attends the initial meeting of the self-study committee to discuss the charge to the committee, and to answer any questions. The remaining time of the initial meeting is used to  build the foundation for the  review process and includes:

a. Recommendation of a slate of 4-6 possible external reviewers (Professors and Departmental Chairs in the same specialty).  
·  From this selection, the Dean will invite two individuals to conduct the external review.

b. Selection of individuals to meet with the committee during the self-study.

c. Identification of any necessary subcommittees.

d. Budget for the Self Study.

3) Subsequent meetings include discussions with individual faculty members selected and any other identified persons in the SOM, University, the community, or affiliate sites - if appropriate.
a. Departments offering graduate degrees should include the solicitation of information from the Dean of the Graduate School and appropriate individual(s). 

4) The Chair of the Self-Study Review Committee sends a memorandum outlining the review to all department heads and directors of centers and institutes who have a close working relationship with the department under review and to all faculty employed in the department for solicitation of comments on the department under review.
5) Important Documentation: The committee staff is responsible for adequate documentation of each meeting and comments for the department under review. This should be in the form of notes or minutes at the discretion of the chair.

6) The Self-study Review Committee meets and prepares its document and summary report covering education, research, clinical care, service and administration (as applicable).  Data to be included in the Self-study is summarized in the Department Self-Study Table Contents.
7) The completed Self-study Committee’s Summary Report is submitted to the Dean of the SOM, who shares copies with the Department Chair and the External Reviewers. The review may also be shared with the SOM Vice Deans. The report is added to the Self-Study document.

C) Site-Visit
Following the first meeting of the Self-Study Review Committee, the Dean (or his/her designee) will select and invite the External Reviewers, arrange and confirm the dates of their visit, and provide general information about the review process. Two External Reviewers will be invited to review the department during a one-to-two day visit. The External Reviewers are asked to identify individuals with whom they would like to meet during their visit.  No later than one week before their visit, the External Reviewers are sent a pdf copy of the agenda, the complete Self-Study document, and a list of the committee members.

1) At the beginning of the visit, the reviewers will first meet with the Dean and the Vice Dean for Faculty Affairs to be introduced to the process and its purpose. 
2) The external reviewers will use the Self-Study Review document and Summary Report as a starting point of data and information, and subsequent meetings will take place within the department. 
3) The reviewers will meet with the Self-Study Review Committee, all members of the department (including the Department Chair) and other individuals that have significant interactions with the department. The reviewers may request to meet with specific individuals not listed on itinerary. They will also have an opportunity to visit relevant facilities.  
4) At the end of their visit, the External Reviewers will be allowed 30-60 minutes to meet among themselves and prepare a brief verbal summary of their findings. 

5) An exit interview is set-up with the Dean and/or Vice Dean for Faculty Affairs for the external reviewers to present a brief summary of their findings. 
6) The External Reviewers will be asked to provide a two-to-three page report of their findings and suggestions within 4 weeks from the date of the review. The report should be written in such a way that it may be shared by the Dean with the Chair of the department under review, the Self-Study Review Committee, the Provost, the faculty of the department under review, and the Dean of the Graduate School if appropriate. The external reviewers determine the structure and contents of their final report.  Reports will differ depending on the department under review and on the pertinent issues raised during the review. The External Reviewers are asked to provide a single report that is printed on letterhead and signed by both Reviewers.

D) Completion of External Review
1) Upon receipt of the External Reviewers’ report, the Vice Dean for Faculty Affairs will draft a preliminary letter from the Dean to the Provost for review and revision with the Dean.

2) The Dean and Vice Dean for Faculty Affairs will meet with the Department Chair to discuss the External Review Report, including future planning, and will finalize the Dean’s letter to the Provost.

3) The Dean’s letter is sent to the Provost.

4) The Provost will provide his/her comments and recommendations, sign and return the letter to the Dean.

5) The finalized letter, signed by the Provost is sent to the Department Chair to sign as an acknowledgement of receipt of the departmental review findings, future actions, and/or renewal.

6) The Dean and the Vice Dean for Faculty Affairs meet with the Department to share the results of the completed External Review and any recommendations and action plans.

III. Departmental Self Study
A) Instructions
The Self-Study Review process results in a document (Self-Study Committee Report) that provides a  broad assessment of the department’s capabilities and accomplishments in the areas of research, education, administration and clinical care (for clinical departments). 
The information presented is comprised of both factual data (e.g., research trends, faculty promotion, dates of lectures, curriculum vitae from faculty) as well as the opinions gathered from faculty, staff, students, or WSU or hospital leaders,  via questionnaires or interviews.  
Questionnaires and/or interviews take place with faculty from the department, chairs from other departments within the medical school, leaders from WSU’s main campus, and hospital administrators (if applicable). The external reviewers will review the self-study report prior to their visit and use it as a major source of information and orientation.

The self-study process can be viewed as a modified strategic planning process. The internal assessment provides data on departmental strengths and weaknesses.  Historic, environmental and national trend information provided in the self-study document, will allow the external reviewers to place the accomplishments of the department in perspective and provide feasible recommendations. Historic information may be important if the chair has accomplished major feats such as establishing a practice, developing a cohesive department that was previously comprised of separate/autonomous sections, developing an academic program, building a research base, etc. Additionally, a description of sources and uses of funds in the department may provide the reviewers with an important financial perspective.

B) Self-Study Table of Contents
TABLE OF CONTENTS

1. Committee Chair’s Letter (Summarizing results of self-study and recommendations for the next five years)
2. Introduction 

Departmental history including mission statement (if available), vision and goals 

Organizational Structure (Chair)


Organizational Chart (include faculty and administrative staff)

Leadership, the Chair 


Up dated CV

Leadership, Vice Chairs & Division Chiefs


CVs

FTE Faculty


List of FTE Faculty by track and rank displaying degree and hire date, last promotion date*


CVs (faculty)

        FTA Faculty*


List of FTA Faculty by track and rank displaying degree and hire date, last promotion date

3. Research

Departmental Grant Funding 

By Basic Science (RE/R) members**

Clinical Grant/Contract Funding (grants** contract data to be supplied by the department)

By Clinical (CE) faculty members**       

Publications since the last review (department)

Impact of Departmental Publications 

Comparisons with Peer Institutions 

Research Highlights by Division if applicable

National Research Awards (department, faculty)

Challenges

4. Education (include course/program descriptions, learning objectives and mechanisms for evaluation)
Undergraduate Medical Education***


Include medical student outcomes on boards for last three years, if applicable

Graduate Medical Education Programs (will request information from Graduate Office)


Include student outcomes for last three years ****

Sub-Specialty Fellowship Programs (if applicable)


Include trainee outcomes for last three years

Student and Trainee Society and National Awards 

Does the department have articulated learning outcomes for the courses it has responsibility?

What means are identified to measure student attainment of those outcomes?

How does the department use the assessment data on student learning outcomes?

Challenges

5. Clinical Services (If Applicable)

Overview of Clinical Services 

Physician Productivity & Incentives (will request information from Practice Plan)

Leadership Roles with the Dean’s Practice Plan

Leadership Roles with the hospital systems (DMC/VA/other Affiliates)

Centers of Excellence 

Community Programs 

Clinical Highlights 

Quality and Patient Safety 

National Awards for Clinical Performance 

DMC/VA/other Affiliate Awards 

Challenges

6. Non-Clinical/ Non-teaching Service of the FTE Faculty (From last three years of Selective Salary documents of the represented FTE faculty)

Community Service Professional Service

Scholarly Service 

State, National, and International Leadership 

University Leadership and Service 

Medical School Committee Representation

7. Faculty Affairs*

Diversity

Table of faculty (by gender, race and ethnicity) 

Recruitment & Retention

New hires since the last departmental review

Demographics: rank, track, type (employed & voluntary), gender, race/ethnicity of new hires

Faculty losses since the last review by type of loss (retirements, resignations, terminations, death) 

Demographics: rank, track, type (employed & voluntary), gender, race/ethnicity of faculty losses   

Faculty success as measured by SOM Selective Salary review


Faculty participation 

Discrepancies/consistencies between department and SOM scoring

Overall success of the faculty 

Faculty success as measured by P & T requests/outcomes (include all P & T actions during period since last review)

Faculty Mentoring and career advancement as evidenced by department/faculty satisfaction (survey)

Challenges

8. Department Finances & Administration*****

Overall Fund Balances 

Endowments

Space and Infrastructure

Administrative Organization (Organization of staff)

Challenges

9. Interrelations with Other Departments (Including information from Surveys of other departments) 

10. Interaction with Other Entities (if appropriate, From Surveys)

11. Other Achievements

12. Assessment of Strengths and Weaknesses 

13. Future Goals and Challenges 

APPENDICES

Appendix A FACULTY

       Table of all faculty: race, ethnicity and gender by track and rank

Plan to achieve diversity of the faculty (under-represented in medicine: women, African American, Latino, Native Americans and Pacific Islanders)

Table of Faculty in the Department by Division (if applicable) and within division by track and rank

Service to NIH and Foundations last 3 years

Service to Professional Organizations last 3 years

Participation and Ranking of the Represented Faculty for Selective Salary last 3 years*

Recruitment & Retention by Division (if applicable)*

Faculty CVs 

Faculty Surveys

Exit Interviews/Questionnaires last 3 years, if available*

Appendix B RESEARCH

Active External National/International Grants (by Division if applicable)** 

Active Other Grants (by Division if applicable)**

External Awards last 3 years

Publications (by Division if applicable) include impact factor or…..) 

Appendix C TEACHING


Office of Medical Education Evaluations - Clerkship ***


GME Resident Program Data 


GME Listing of Students and Graduates by Year 


Faculty Teaching Awards


UGM Student surveys ***


Graduate student surveys (if applicable) 


Trainee surveys (if applicable)

Appendix D FINANCES

Departmental Fund Balances *****

Departmental Sources & Uses of Academic Funds –Budget *****

Departmental Financial Framework and Faculty Compensation Plan *****

Fiscal Year reports ****

Clinical Compensation Plan- TBD

“RVU Plan”  - TBD

Appendix E DIVISIONS (as Appropriate)

Grant Funding Trends by Division 

Clinical Statistics – Divisional Trends 
Appendix F (OFA to provide)

Institutional Overview 

Medical School Organization Chart 

Appendix G (Practice Plan to Provide, if appropriate [e.g., clinical department])

Practice Plan Organization 

Map of locations of departmental programs

Members and chair of the Self Study Committee

* The following faculty data will be provided to the department and review committee by OFA for inclusion and discussion in their reports

Faculty demographics by track and rank

Faculty data by race/ethnicity and gender

Faculty hires and terminations since the prior review (including retirements, resignations, terminations and deaths) 

Faculty hiring processes followed for each search since last review

OEO parts I, II, III; faculty candidate postings and demographics of candidates and hires

Faculty Evaluation by department, SOM Committee/Dean during Selective Salary 




Faculty participation by year

Discrepancies/consistencies between department and SOM scoring by year

Meritorious scores by year and track

Scores indicating performance below expectation by year and track

** The following data will be provided by OFA (an index of salary support from grants & contracts)

· The general fund and grant percent salary support for all tenured and tenure track faculty

      ** The following Research data will be provided by the Office of the Vice Dean for Research

· All PI grant submissions and awards by tenured/tenure track faculty from the department during the period of review

     ***The following Education data will be provided by the Office of Medical Education 

· Medical student outcomes on boards for last three years, if applicable

    **** The following Education data will be provided by the Graduate Office 

· Graduate Medical Education student outcomes for last three years 

   ***** Review to be provided by Vice Dean of Fiscal Affairs/Fiscal Affairs and if appropriate, Vice Dean for Clinical Affairs 


